
Online Lesson Manual
 We          learning online!



Before Your Lesson

Your At-Home Study Space!

✅ Calm and quiet 

✅ Good 

✅ Bright lighting

❗ Your built in speakers > your headphones 

Feel prepared for your Online Lesson!

A work space setup for success!

✅ A desk/table 

✅ A notebook 📘 

✅ Pencil, pen, highlighters, eraser ✍

✅ Sticky notes 📄

✅ Any materials from your teacher/class/ 
school 

✅ Calculator (if needed)



✅ Login into your school’s online platform, and enter your online classroom 

✅ Save any relevant pdf., Powerpoints, Word documents, images, etc. that your teacher has 
assigned to you and that you want to work on with your coach

Before Your Lesson
 READY, SET, G.O. (Get Organized!)

TIP 💡Save and download these files into your 
documents/desktop so that you are able to find them 
more easily.

❗Do not leave them sitting in your Downloads folder 
without a specific name/location.

TIP 💡Rename these files before you upload them to 
the Online Lesson Space. 

Ex: Quadratic Equations Worksheet - April 1st, 2020

Become an INDEPENDENT student ⭐ 

Now is the time to build some independence! As a student, you are the only one with access (i.e. username and password) 
to your school’s platform. Before your lesson be sure to save your work and upload it to the Whiteboard so you and your 
coach are both able to see and mark-up the material.



✅ There are a total of four ways to upload your work to the Online Lesson Space 

Before Your Lesson
Great Question! How do I upload my School Work?

1. 💬CHAT BOX 
For work (pdf./word files) that do not need to be marked up; 
Once in the Whiteboard → Click on the Chat Box icon (bottom 
right) → Click on the paperclip icon → This will open a new 
window → Select the document you wish to upload → Click 
‘Open’ → Click on the paper airplane icon to send. 

2. ⬆UPLOAD PDF/ WORD (+) 
For work (pdf./ word files) that need to be marked up on the 
Whiteboard (remember that each page of the pdf. will open a 
new Whiteboard Tab); Click on the (+) icon in the top left → 
Click ‘Import PDF/Office → This will open each page of the pdf. 

3. 📸SCREENSHOTS IN WHITEBOARD 
For examples of work that cannot be downloaded, saved, or 
shared (i.e. Math Help Services and other websites that require 
a username and password) → Take a screenshot of your 
screen or section of the screen (Mac: option + command + 
shift + 4; Windows: PrtScn) →  Paste the screenshot directly into 
the Whiteboard.

4. 📄GOOGLE DOCUMENT 
For work that comes from a Google Doc originally (i.e. Google 
Classroom assignments). Create a shareable link (allow edit 
access) → Paste the shareable link into the Chat Box. 💡If you 
are unable to share your Google Classroom doc, create a new 
Google Docin your personal Google Drive, copy and paste the 
contents of the Google Classroom Doc into the new Google 
Document. Share the new copy with your coach.

https://support.apple.com/en-ca/HT201361
https://www.howtogeek.com/226280/how-to-take-screenshots-in-windows-10/
https://www.youtube.com/watch?v=25CtYkqamIA


Using the latest version of Google Chrome:

1. Login - maisondetude.com click Login on the top right corner
2. Click on the “Calendar” tab (Monthly View) & go to the date/time of your session
3. Click on the session and select “View”
4. Click on “Launch Online Lesson Space” 
5. You will be redirected to the Online Lesson Space

Say HI! to your coach  👋

Before Your Lesson
Now you’re READY to Login and start learning!

http://maisondetude.com/


In your personal Video Box, you will see three icons, a Video Camera icon, a Microphone icon, 
and a Computer Screen icon. 

✅ Video Camera icon: Turn on and off your webcam
✅ Microphone icon: Turn on and off your microphone
✅ Computer Screen icon: Allows you to share your screen 

In the bottom right, you have a Speech Bubble icon, this is the Chat Box. 

💬 In the Chat Box, you can directly message your coach and attach work (such as 
YouTube links, or links to other websites - this is much easier than adding a Text Box to 
the Whiteboard). Remember, you can upload your school work to the chat box)

During Your Lesson
High Tech!  Using the microphone, webcam, and chat box



You will be responsible for sharing any messages or assignments that your school provides. 
Please do not to share your username and password to your school’s online platform. Use the 
powerful tool of screen sharing instead! 

✅How to share your screen: In your personal Video Box, select the computer icon → This 
will open a new window with screen sharing options → Click the ‘entire screen’ window → 
Click ‘Share’ 

During Your Lesson
How to Screen Share! Do you see what I see? 

TIP 💡Teachworks does not allow for Coaches to 
control your screen. Instead, share your screen with 
your coach and walk them through your school’s 
online platform by allowing them to see what you see.

TIP 💡Do not use this tool to simply show your coach 
what work you have been assigned. Remember that it 
is up to you to upload your work into the (i) Whiteboard, 
(ii) Chat Box or (iii) Google Document before your 
lesson!



A great place to store all your work from the Whiteboard. 
You can also use this Google Document to organize your work in order of date and topic. 

✅ Create a new Google Document (one per subject/coach) and share the link with your 
coach (not by email!), but instead by copying and pasting the link into the Chat Box

✅ Your coach will help you format the Google Document using our Maison D’Etude 
Template

During Your Lesson
Take notes like a PRO! Create A Shared Google Doc.

https://www.youtube.com/watch?v=haKzqSULaPs
https://www.youtube.com/watch?v=IKSgTTPbRBE


You can save everything that you see on your Whiteboard Tab as an image (png.). 
Upload this image into (i) your ongoing Google Document, (2) your Google Classroom as a 
complete assignment, (iii) your email, (iv) or keep it in your Documents folder. 

✅ Hover over the Whiteboard Tab you want to download → Two-finger click/right-click 
on the name of the Whiteboard → Click on ‘Download as Image’ → This will save the 
image into your downloads folder → Remember to rename and relocate this file to 
help you stay organized!

After Your Lesson
Exporting your hard work from the Whiteboard!



❗When exiting the Online Lesson Space, never close the actual Whiteboard tab, instead close 
the Chrome tab at the top. In doing so, the Whiteboard will remain as you left it (with all the 
markups) for the future sessions.

 You can always come back into the Whiteboard to view your previous session, and to upload 
future work for your next session!

After Your Lesson
Closing up! 



Thank You for Learning With Us!

Maison d’Étude is a pioneer in modern education and online 
learning is no exception!
Thank you for following these guidelines so that we can 
ensure your lesson is as GREAT as it can be! 

😄
-The MAISON Team


